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The next time you receive a piece of Organization mail, consider 
for a moment the number of control processes it went through to reach 
you. Then ask yourself if the document control measures in your office 
are efficient, and is each one — — the receipting, numbering, logging, 
reviewing, abstracting, dating, time-stamping, coding, sorting, or 
cover- sheeting — really necessary for every piece handled? 



control M«um, of course, here their place in the Organisation. 
W& when their overuse or complexity unnecessarily Increases clerical costs,, 
or delays decisions and actions vital to both headquarters and, the field, a 


close look into the causes of the trouble is needed. For exaagtls, a recent 
dofsrsaeBtirlde study pointed up that a problem generally exists ifj 


1* *» excessive ascent' of tine- {free too to- four hours depending 
«tt the else and physical layout of the coapommt) elapses between the 
receipt of a docusent la a registry and Its delivery- to the action desk. 

2* All initial control operations (ineluding rooting) for one dccu- 
mm% taka acre then five minutes. 


!• Usee Ham 15 pe*Qceat of Hie total ineoal&g docuaenis receive 
control processing in addition to that required for eeeority purposes. 

h« A routing slip or control fora is placed, m virtually every 
Incasing or outgoing document. 
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nsm these danger signs show up it* 3 a safe bet. that document control 
' ma ® ur « 8 (exclusive of those re<guired for security control) exceed those 

needed to answer these questions about documents that «».?? for actio" 

«r deeislos ; 

1 * Has a particular docuEeat been received* and if so* to vhm mS 
when was It seat for action? 

2 * Has a particular document been released, and if so* what action 
was takes sad to whoa and when was it sent? 

i Sbm& questions can be qplckly and sickly answered by three form avail- 
able in headquarters cr the field* These ares Fees 7f9, 

(ha,aqusirter “ “ 4 rleu >» r «* 23 ®. fgj gw* Control. (hmdqurtm 
For* Sto, CairUr B^celpt kre Hecca-a (headquarters only), *11 three 
•re w&ltipart foem designed to provide at one writing enough copies to sect 
several needs at different control points. Here # s how these form works 

1 . Perm Tft and. 23S are six-part sets printed on HCS (Ho Sarboa 
Required) paper* She six parte provide copies fear- logging and cross- 
referencing at the registry level and at subordinate points. The 3* * 5* 
slips not only ol taii aat® the need for log books* but also provide a ready 
cccttffiicaticais. medium for notifying a central registry of the disposition of 
a docueiant at a subordinate point* The file locator reference to- the - 
mat can also be shown tat Fecra 23S. 

2 * Form 8%0 is a feur-part carbon interleaved set* At one writing* 
-ecpitt® ef the form are made for addressing, receipting* awd logging of 
classified mterial transmitted within head^iarters through the courier 
system* fhe foam meets all security recrements far looting, material 
classified up through 
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Be vie ion of First Paragraph of "Management fools. Document Control", 

for Support Bulletin 


The next time you receive a piece of Organization mail, consider 
for a moment the number of control processes it vent threw# to reach 
you. Then ash yourself if the document control measures in your office 
are efficient, and is each one - - the receipting, numbering, logging# 
reviewing, abstracting, dating, time stamping, coding, sorting, or 
cover sheeting • - really necessary' for every piece handled? 
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3* W&m. is also deaigpoed far use with, the new hsa4f«art«ra 
€^*la lavsleps. Shis save lope has been ag ®rw# for traaomitting 
withia i»a*%tarters aaterial classified up throat sk^L It asy also 
h® used as the outer wrapper far double wrapped Material, except that 
wliicfe Is classified « in addition to asset ing these security 

require iacats , the sew envelopes offer these advantages t 

^ye tire - Tou css address as envelope and attach a receipt is 
0a ®® operation. Simply insert the receipt in the w indow pocket on 
** m the envelope. If a courier receipt Is not needed. Insert 

a 3 W x 5" card or slip of paper and writ® in the address. 


gave axgwar - 3hese envelopes stay be used repeatedly. 
gjjva..aaf# spans *» Safe space will not be needed for used envelopes 
since names and addresses will not appear m thoau 
® s * Orgaaimtiea, vitally concerned about the effect of document contr ol s 
m the timelines# of dssisiona reaching the field, has included, the Improvement 
* 4fc ® 00 octrois in the objectives of Its Hecords Management Program. G uidance 
aay be obtained frosi your accords Officer, and haadquarters^ffia the 
accords Mana^ii3eat Staff. ' ' 
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